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Back to Basics 


Back to Basics, Frank W. Kresen, Is 
“Esquire” Legal? Aug/Sep/30; Is It 
Essential? Jun/Jul/30; Sentences, Part I: 
Mar/30; Sentences, Part Il, Apr/28; 
Sentences, Part Ill, May/30; Verbs, Part |, 
Jan/30; Verbs, Part ll, Feb/22 


Career Development . 


Check your “Progress Pulse” to Measure 
Career Success, Mar/25 
Emotions on the Job: You May Still Need to 
* Keep Them at Home, Gail Pranke, Aug/ 
Sep/13 
How to Control Interviews, Jan/12 
Neiworking, Beth Duke and Connie Sitterly, 
May/16 
Resumes for Secretaries, Jan/11 
Seeking a New Job? Jan/12 
Time to Resign? Do It Slow and Easy, Jan/11 


Certified Professional 





Secretary® 


Can We Talk . . . About CPS? Apr/10 

CPS Top Performers, May/8 

1986 CPS Seminar, Feb/10, Mar/7, May/25 

Professional Certification: The Process 
Examined, Susie VanHuss PhD, Richard J. 
Rovinelli PhD, and Mary Ann Ghosal EdS, 
Oct/37 

Recertification, A Critical Requirement for 
Dynamic Professions, Susie VanHuss PhD, 
Nov/Dec/30 

Recertification, New Mandatory Program, 
Nov/Dec/31 

You’re a Professional Secretary . . . Certify 
It! Jan/17 


_ Communications 


Handling the Telephone Like a Pro, Rella 
Rizzuti, sun/Jul/26 


ARCOVision Links Chapters 3,000 Miles 
Apart, Janet McFerrin, Nov/Dec/22 

Teleconferencing, Larry Kreitman, Nov/Dec/ 
23 


Compensation 


Do Computer Skills Mean Higher Pay, Better 
Jobs? Kay Fusselman, Jun/Jul/14 

Technology’s Effect on Secretaries Is Similar 
Throughout the World, Kay Fusselman, 
Nov/Dec/6 

1986 Secretarial Salaries in the United States 
and Canada, Oct/9 





Convention, PSI, 
Philadelphia 


Creating Our Future, Adella C. LaRue CPS, 
Aug/Sep/22 

Expanding Our Worid Together in 
Philadelphia, Jan/35, Feb/20, Mar/29, Apr/ 
20, May/22, Jun/Jul/35 

Expanding Our World—Together! Carolyn S. 
Hayes CPS, Aug/Sep/17 

Frances R. Barr is PSI President-Elect, Aug/ 
Sep/23 

Photos of Convention, Aug/Sep/18 

Priorities for Professionalism, Linda H. 
Dufty, Aug/Sep/26 

Reba B. Strickland CPS Named International 
Secretary of the Year, Aug/Sep/19 

Winning Strategies for Expanding Your 
World, Joyce Lain Kennedy, Aug/Sep/20 


Education/Training 


Adia’s Tuition Reimbursement: Professional 
Skill Training, Marcia Pear, Oct/20 

Continuing Education Seminars at PS! 
Convention, Apr/23 

In-House Training’s Up To Speed, Patricia M. 
Fernberg, Nov/Dec/16 

Office Productivity Institute, Oct/29 

Office-Support Professionals, Mar/26 

Skillware: Manpower’s Training Door to the 
Future Gives Secretaries the Key, Patricia 
Rivers, Apr/14 

Training: The Path to Professional Success, 
Marty Ulbrich, Oct/27 








Future Secretaries 





Association ® 


1986 FSA Conference, Jan/26, Feb/25 
Creating Our Future: FSA 1987 International 
Conference, Oct/33 


Health 


The Alcoholic Executive Is Being “Protected 
to Death,” Jan/25 

Desk Guide to Good Nutrition, Feb/12 

Headache: The Common—but Painful— 


Office Malady, Margaret M. Heckler, Jan/ 
23 ' 


Update on VDT Health Hazard Debate, Aug) 
Sep/9 


Management | 


Can You Work in a Circle? Jan/21 

Corporate Culture and Your Career, Oct/15 

Women in Management: It’s Still a Man’s 
World, but. . . , Jun/Jul/24 
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1986 


Women Working for Women: The Manager 
and Her Secretary, Anne Statham, Aug, 
Sep/6 


Miscellaneous 


Letters to the Ed:ior, Jan/33, Jun/Jul/5 
Metric System Is Becoming Unofficially 
Popular, Jan/27 


Office Automation 


Do Computer Skills Mean Higher Pay, Better 
Jobs? (Questionnaire) Feb/5 

Do Computer Skills Mean Higher Pay, Better 
Jobs? Kay Fusselman, Jun/Jul/14 

Impact of Office Automation on Women 
Workers, Jan/15 

Infomart and PS! Sponsor “Hands-On” 
Workshop, Martha Harry, Feb/2 

Secretaries and Automation, Nov/Dec/11 

Technology and Women’s Employment: The 
Office of Today and Tomorrow, Kay 
Fusselman, Nov/Dec/10 

Technology’s Effect on Secretaries Is Similar 
Throughout the World, Kay Fusselman, 
Nov/Dec/6 

Today’s Business Office: Closer to the Future, 
Elaine White, Mar/6 


Office Procedures/Aids 


This Is Shorthand, Shirley Englund, May/14 
The World Almanac and Book of Facts, May 
33 


Productivity 


How to Reach Peak Performance—Naturally, 
Robert Kriegel PhD and Marilyn Harris 
Kriegel PhD, Mar/22 

Improve Your Productivity, Wm. Bruce 
Bumbarger, Feb/14 


Products/Services 


ETs: Electronic Typewriters, David J. Spindel, 
Jun/Jul/3 

Office System Improves Efficiency, Nov/Dec/8 

The Dvorak Keyboard, Randy Cassingham, 
Nov/Dec/18 


Professional Development 


Building Excellence Through Teamwork, 
Carole A. Demongeot, Jun/Jul/8 

Forecasting Technological Change in the 
Information Age, Jean S. Bowen MA and 
James M. Lahiff PhD, May/20 

Professional Secretary: A Change Agent, 
Gayle D. Price CPS, Mar/8 
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Secretarial Savvy for the Information Age, Dr. 
Mark Langemo CRM and Dr. Daniel R. 
Boyd, Feb/10 

Work Smart: Doing the Right Job May Be Just 
as Important as Doing the Job Right, Beth 
Duke and Connie Sitterly, Jun/Jul/25 


Professional Secretaries 
International® 


ARCOVision Links Chapters 3,000 Miles 
Apart, Janet McFerrin, Nov/Dec/22 

No “Typical Day” in the World of PS! 
President Carolyn S. Hayes CPS, Shirley 
S. Englund, Apr/18 

Secretaries’ Goodwill People-To-People 
Travel Program, Jan/16, Feb/23 


Professional Secretaries 
Week" 


Expanding Our World: Professional 
Secretaries Week, Feb/17, Apr/S 

PSI President Hayes on Cable Network News, 
May/26 


’ Public and World Affairs 


Canadian Public and World Affairs Report, 
Apr/27 

Employer-Supported Child Care, May/12 

Legislative Wrapup, Jun/Jul/27 

The Tax Reform Act and You, Feb/16 

Update on Tax Reform, Mar/33 


Secretarial Profession 


Assignment: Utopia—A Secretarial Career in 
the U.S. Foreign Service, Oct/18 

BLS Projects 9.6% Increase in Secretarial 
Jobs by 1995, Oct/5 

Canada Projects 11.5% Increase in Number 
of Secretaries by 1992, Oct/8 

The Changing Secretary, Marshall B. Bass, 
May/3 

4,059,000: Secretaries’ Numbers Increase 
Despite Office Automation, Apr/7 

From Scribes to Secretaries in 5,000 Years; 
Secretaries to Information Managers in 20, 
Eugene Garfield, Aug/Sep/14 

Hospice Secretary, Mary Kay Castele, Jan/22 

More Than a Good Sport, Janet Ahmed 
Doleh, Oct/24 

1986 Secretarial Salaries in the United States 
and Canada, Oct/9 

Number of Secretarial Help-Wanted Ads 
increases 11.5%, Kay Fusselman, Jan/3 

Women Working for Women: The Manager 
and Her Secretary, Anne Statham, Aug/ 
Sep/6 

Why a Shortage of Qualified Secretaries? 
Susan Fenner PhD, Feb/7 


Secretary on the Spot® 


Am | My Coworker’s Keeper? May/32; 
Anonymous Letters, Apr/25; A Big 
Disappointment, Jan/32; Impossible Boss, 
or. . . ? Oct/35; Lack of Reciprocation, 
Nov/Dec/35; Losing Confidence, Feb/24; 
Playing Favorites, Mar/32; Rules of the 
Game? Aug/Sep/32; Wants Her Job Back! 
Jun/Jul/32 


Secretary Speakout ’87° 


Call for Papers, Aug/Sep/29 
Secretary Speakout ’87: A Profession in 
Motion, Oct/14, Nov/Dec/25 


The Causes of Stress on the Modern 
Secretary, Mar/10 


News Conference on Causes of Secretarial 
Stress, Mar/2 
Unstress for Success, Anne Slavicek, Jan/24 


Word Watching® 


Word Watching, Sarah Montoya CPS: Ifs, 
Ands, or Buts, Oct/25; Less Is More, Aug/ 
Sep/28; Lite English, May/28; Pluses and 
Minuses, Feb/18; Questions, Questions, 
Apr/26; Since Halley’s 1910 Visit, Mar/28; 
The Jungle Out There, Nov/Dec/33; Whom 
to Call for Help, Jun/Jul/28; Yiddish for You 
and Me, Jan/28 


Workplace 


Color Your Office, Donald W. Caudill, Regina 
M. Donaldson, Jan/14 
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1 Title of publication: THE SECRETARY. 
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3A. Number of issues published annually: 9 
City, Jackson County, Missouri 64111-1299. 
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aging Editor: None 


Missouri 64111-1299 
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STATEMENT OF OWNERSHIP, MANAGEMENT AND CIRCULATION (Required by 39 U.S.C.3685). 


Frequency of issue: Monthly except July, September, and December. Annual subscription price $12. 


4. Location of known office of publication: 301 East Armour Boulevard, Kansas City, Missouri 64111-1299. 
5. Location of headquarters or general business offices of the publishers: 301 East Armour Boulevard, Kansas 


Names and complete addresses of publisher, editor, and managing editor: Publisher: Professional Secretaries 
International, 301 East Armour Boulevard, Kansas City, Jackson County, Missouri 64111-1299. Editor and Publications 
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